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’ SECRET

DIRECTORATE FOR SCIENCE AND TECHNOLOGY

PLANS, PROGRAMS AND PROJECTS
DD/S&T Instruction 230-5

DD/S&T APPROVAL REQUEST, FORM 2416 (REVISED)

1. The purpose of this instruction is two fold:
(a) to provide instructions for‘the preparation of the
'DD/S&T Approval Request. Form #2416J(Revised) when
employed for the initiation of procurement/contract actions,
as defined in DD/S&T Instruction 230-4, dated __ July 1966,
and (b) to describe thé role of the Assistant R&D Coardinator
in the handling of Pfocurement/Contract actions within the
DD/S&T Staff. ,

2, An examination of the DD/S&T Approval Request Fbrm
reveals a division into three d*stinct parts. A description

of these parts and their expected contents follows.

a. Identifying Information - This provides

the information essential to the DD/S&T Staff and
approving authorities as to the.type of action, i.e.,
new contract, ammendment, renewal/extension, etc.,
the title and cfyptonym, if any, responsible elemen;
and project officer, whether or not the item has

been programmed, the amount of funds involved, the
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budget control number, the Office budget officer's

certification of funds availability, contract/task

order number (if any), other fiscal fype identifiers.

and the security classification (as outlined in
Offices most CoMPLere

HHB-45-3, Para, 8)./\ 4l1 of the items in this section

vmuaﬁ»be«ebmp&etad, as applicable, with the requested

information.

b. Concurrencés, Approval™and Routing'j .
The second part of the form is divided-into'two
blocks. One block contains those individuals who
are concurring in the request for pProcurement/
contract action, and the other bléck céntains the
approval éuthorities. In each instance, the project
officer and division chief must sign in the con-
,currenée‘blogk for the originating office. The
added.Blank space is_reserved for use by the foice
in the event that the Office Director desires that
some other memﬁer of his Staff concur. In those
instances, the Officer signing this block should be
identified by typing his title into the blank (e.g.,

Chief, Plans and Progr.. ), Similarly, the Office

= 4-3
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Director or proper designee must sign in the
approval block. Preparation of the routing for

concurrences and approval will be handled as follows:

(1) On procurement, contract action
requests for fund levels below _25)(‘IA
the concurrences and routing block should
contain the technical officer, division
chief and any other officer as desired by
the Office Director.-jThe approval and
routing block will contain the Office
Director. The concurrence and routing block
for this level of funding will be for the
DD/S&T marked only for the As$éistant R&D
Coordinator who will take appropriate action
to route, as necessary, within the Staff.

In the event that an Office has performed
advance‘coordination 6n any proposed procurement/
contract action, desires special handling or |
feels that special iﬁsérucpions are necessary,

this information should be conveyed on a

-3 -
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25X1A

separate sheet attached to the forﬁ 2416,

Such information will be employed by the

Assistant R&D Coordinator to ‘determine con-
currence/routing within the DD/S&T Staff;

He will also maintain cognizance over the location
and status of the proposed action until it is
delivered to the Office of Logistics ( or 0SA
Contracting), and should be the Office point

of contact for determining the status ;nd

location of the nroposed action,

(2) On pro. :rement/contract actions of
from _ Offices should
pPrepare the concurrences and routing blocks
for their internal organization in the same
manner as described in the preceding para-
graph. The Assistant R&D Coordinator should
be marked as the first DD/S&T Staff component
for concurrence and routing. He will insure
routing for concurrence in exactly- the same
manner as previously described. Offices
should provide any special instructions or

information on advance coord'na%%sBngtc., as

1
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25X1A

previously described. The Concurrences and
Approval Block should contain the Office
Director, or designee, signature to which
will be added that of the DD/S&T or designee.
The Assistant R&D Coordinator will serve as
the Office point of contact’ for tﬁe purposes
described above.

(3) On procurement/contract actions
of YN r more, the Office procedure
is exactly the same as for other two levels
of funding. The Assistant R&D Coordinator
will insure the routing within the DD/S&T
Staff, maintaining cognizance as previously
described until the request is approved by
the DDCI when it is sent to the Office of
Logistics (or 0SA Contracting) for initiation

of the contractural /procurement arrangement,

All other information regarding advance coordination,

etc., as outlined above, must be included for
use by the Assistant R&D Coordinator. He will
serve as the Office point of contract for the

purposes described above,
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C. Special Instructions - The third part

of the form contains information essential to
the‘contracting'aﬁdAprocurement organizatian -
either OL or OSA_Contracting, as appropriate.
'Théfe are four seﬁarate items required, each of
which is discussed below:

(1) Goverhmcnt Fuxai Jhe! “quipment (GFE)-

~‘Th'e Office should clearly specify by
marking the appropriate block whether

- OY not GFE is'required. If there is such
a requirement, the Offige should explain
on an attéched page the precise type of

- GFE, the'quantity, when it is required and
where it is to be delivered, any special
handling instructions, the length of time
‘for use of the GFE and all other related
type information. |

(2) Sole Source Justification. - The

Office should provide enough justification
to permit the contracting activity to under-

-6 -
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stand and be #ble to support and defend,

if required, .= need for sole source,

Versus compet’ ive, procurement. This

is intended merely to aid the Office in
obtaining what they desite and not an
instrument for evaluating their judgement

or selection ¢t this merhod of procurement.

A separate sheo: should be attached ta ﬁrovide
additional information.

(3) Special Instructions - This section

provides the 'Office an opportunity to

explain any deviations from the selected
broposal. Similarly, the Oiffice may-wish

to provide the contracting activity with

other special guidance regarding the
negotiation of the contract such as requesting
' an advance conference with the project officer
before entering into ﬁegotiations, advising

of prior contacts of significance with the
proposed contractor and related information.

. -7 -
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(4) Documents Attached - This section

should list the contractors' proposals,
the approval memorandum, ADP form and all
‘other docﬁmentation which is being conveyed
as a part of the desired action.
3. The Form 2416 is produced on seven ply all white
paper. Distribution of these copies will be as described
below, with procedures defined in separate memorandum from

the DD/S&T Registry.

Copies 1 and 2 - Office of Logistics
(or OSA Contracting)

DD/S&T

Copy 3

Copies 4 and 5 - DD /S&T Registry

Copy 6 - Responsible Budget Officer

Copy 7 Originating Office File

: - 8 -
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